
Printing Six Weeks Attendance Reports 
 

1. Open My Gradebook and click Gradebook, next to Attendance. 

 
2. Hover over Reports and choose “Summary Report by Class”. 

 

3. You will see that “900 Curr Term” is selected. This is the one to use if 
it is the last day of the six weeks.  
 

4. On the right side, click “Add a new Template”. 
 

5. Type in a name for the template such as: “Attendance Summary by 
Class Report Previous Term”.   
 

6. Click Save. 
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7. Below Report Ranges, Display attendance for term is checked. Leave 
the check but, click on the drop-down menu next to Current Term and 
choose the correct six weeks term. (1st, 2nd, 3rd, etc.) Do not change 
any other settings. 

 

8. Click Save. You will return to the previous window for printing. 
 

9. Your template should be selected. Click Print. This choice will not 
print to paper. It will run a process so that you can view or print the 
report. 
 

10. Click Display Report when it appears. The report will be on your 
screen. Click the printer icon for a hard copy of the report. 
 

Next Six Weeks: 
 

1. Use template 900 on the last day of the six weeks  and follow steps 9 
and 10 again. 

OR 
2. Select the template you created and click Modify Parameters of 

Template and change the term to the appropriate six weeks period. 

Click Save. Then, follow steps 9 and 10 again. 

 


